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1. CONTACT WITH COURT PERSONNEL

A.

Caserelated telephone inquiries should be made only to the Case Manager in
the Office of the Clerk of Court.

The caseload will not allow the Case Manager to respond to telephone
inquiriesregarding motions and case status. Inquiriesto the Case Manager
should be made by letter unlessareal emergency exists.

I nformation regarding the filing of documents and entry of orders can be
obtained from the appropriate areas of the Clerk’s Office at the following

telephone numbers:
Intake 250-5525
Civil Docketing 250-5786
Criminal Docketing 250-5524

At the Court’sdirection, law clerks may contact counsel, however, they will
not discuss matters other than the subject of the call.

Caserelated correspondence must be addressed to:
United States District Clerk
P.O. Box 61010
Houston, Texas 77208

Do not address substantiveissuesin letter form. Lettersare not docketed nor
arethey included in the appellate record.

Courtesy copies of urgent documents may be sent to Chambers after
originalsarefiled with the Clerk of Court.

2. EMERGENCIES

A.

Applicationsfor restraining ordersor other immediaterelief must be made
through the office of the Clerk.

Counsel should contact the Case Manager on mattersrequiring
immediateattention through the Intake Section, U.S. District Clerk’s Office,
1st Floor, 515 Rusk Avenue, Houston, Texas, 77002.



CONTINUANCES

A. Joint Moations for continuance are not binding and will be granted only at
the Court’sdiscretion.

B. A trial will not be continued because of the unavailability of a withess.
Counsdl areto anticipate such a possibility and present testimony by
deposition or stipulation.

APPEARANCES

A. An attorney who appearsat a hearing or conference should be familiar with
the case, have authority to bind the client, and be in charge for that
appear ance.

B. Out-of-town counsel may appear for conferences by telephone. Advance
written notice must be given to the Case Manager .

C. Counsel will appear for settings unless notified otherwise.

MOTION PRACTICE

A.

The Court follows the written motion practice described in the Local Rules.
The motion and response will be considered by the Court after the
submission date. The Court will refer motionsto hisassigned M agistrate
Judge asthe need arises.

The submission date may be extended by agreement of counsel except when
the extension violates a court-imposed deadline. Notify the Case Manager, in
writing, of an agreement.

Counsel areto ensurethat all exhibitsreferred toin their briefsarein the
record.

Requestsfor oral argument are not necessary. The Case Manager will notify
counsdl should the Court determinethat oral argument would be beneficial.

The Court will rule on motions as soon as possible. Counsel will be furnished
with copies of the orders.



6. PRETRIAL CONFERENCES

A.

An initial pretrial conference will be conducted by the Magistrate Judge
within 140 days from the filing of the suit or notice of removal. The Court
will conduct subsequent pretrial conferences asthe need isidentified in
specific cases.

1. REQUIRED PRETRIAL MATERIALS

A.

Joint Pretrial Order

Counsd for the plaintiff isresponsible for ensuring that the Joint Pretrial
Order isfiled on time. Follow the form in the Local Rules, adapting it within
reason to the size and type of case.

Joint Pretrial Orders must be signed by all counssl.

Exhibit and witness lists (4 copiesfor each party) areto be attached to the
Pretrial Order.

OTHER REQUIRED DOCUMENTS

Jury Trials:
. Proposed questions for voir dire examination
. Proposed jury instructions, including definitions, with a citation of

authority. Omit the customary prefatory instructions asthe Court
will useits own.

. Proposed interrogatories.

. Memorandum of Law.

Non-Jury Trials:
. Proposed Findings of Fact and Conclusions of L aw.
. Memorandum of Law.

8. TRIAL SETTINGS

A.

The Court holds Docket Call on the date set forth in the Scheduling Order.
The Court maintains a 2 week trailing docket in Victoria and a one month
trailing docket in Houston, during which time a case is subject to be called to
trial on short notice.



B. Unless an attorney has actually commenced trial in another court, prior
settings will not cause a case to be passed.

C. A case not reached during the designated term will bereset to another term
and counsel will be notified by telephone and in writing.

EXHIBITS

A. All exhibits must be marked and exchanged among counsel beforetrial. The
offering party will mark his own exhibits and include the case number on
each one.

B. Exhibit listsareto beincluded in the Joint Pretrial Order.

C. Exhibitswill be offered and admitted into evidence asthefirst item of
business at thetrial. The Court will admit all exhibitslisted in the Joint
Pretrial Order unless opposing counsel hasfiled written objections with
supporting authority at least three (3) business days beforetrial.

D. Counsel will not pass exhibitsto thejury during trial without obtaining
permission in advance from the Court. All admitted exhibitswill go to the
jury during deliberations.

E. Counsel for each party isrequired to provide the Court with a properly
tabbed and indexed notebook which contains a copy of each exhibit.

F. Counsel should become familiar with Local Rule 11.c regarding the
disposition of exhibits following trial.

EQUIPMENT

A. Easelswith writing pads, blackboards and an x-ray view box are available
for usein the courtroom.

B. Counsdl areresponsible for providing sound or video equipment. The Case
Manager should be notified by letter in advance so that arrangements can be
made to accommodate building security.



11.

COURTROOM PROCEDURES

A.

Hours. Ordinarily for jury trials, court will convene at 9:00 a.m. and
adjourn at 5:00 p.m., recessing for lunch between 12:00 and 1:30 p.m., with a
20-minute recessin mid-morning and mid-afternoon. Hearings and bench
trials may have variable hours.

Telephones. Telephone messages for counsel will not be taken by thejudge's
staff. Telephoneslocated in chambersand the courtroom arefor the Court’s
useonly.

Filing of Documents. Documents submitted for filing immediately prior to
and during the course of atrial will be delivered to the Case Manager and a
copy provided for the Court.

Decorum: Counsel and partieswill comply with Local Rule 19 regarding
Courtroom behavior. These proceduresare strictly enfor ced.

Counsel will ensurethat all parties and witnesses refrain from chewing gum,
drinking, eating, smoking, or reading non-legal materialsin the courtroom.

Witnesses: Counsel areresponsible for summoning witnessesinto the
courtroom and instructing them on courtroom decorum.

Permission to approach a withess must be obtained from the Court.
Counsel should bear in mind the Court’s hoursand arrange for witnesses
accordingly. The Court will not recessto permit counsel to call a missing

witness unless he has been subpoenaed and hasfailed to appear.

Seating: The Court does not designate seating at counsel tables. Thisis
determined on a first-come, fir st-served basis on the first day of trial.

Enter and leave the courtroom only by the front doors - do not use the
Court’sentrance.

Remain seated or stand at the podium while questioning witnesses.

Deliberations. Whilethejury isdeliberating, counsel areto remain near the
courtroom in order to be immediately available for jury notes or a verdict.



12.

13.

14.

VOIR DIRE

The Court will conduct a preliminary examination of the jury panel. Followingthe
Court’s examination, each side will be allowed to briefly examine the panel.

DEPOSITIONS

A.

The Court will accept the parties agreement to use a deposition at trial even
though the witnessis available; otherwise follow F.R.C.P. 32.

Depositions may be filed with the Case Manager immediately beforetrial if
they areto be used.

Counsel will designate the portion of a deposition to be read by citing pages
and linesin the Joint Pretrial Order. Objectionsto those portions (citing
pages and lines) with supporting authority must befiled three (3) business
daysbeforetrial. The Court will attempt to rule on the objections before
trial commences.

Use of videotape depositionsis per mitted if counsel edit to resolve objections.

SETTLEMENTSAND ORDERS OF DISMISSAL

A.

Upon the settlement of any case set for conference, hearing or trial, counsel
will immediately notify the Case Manager. An order will be entered advising
counsel to submit closing paperswithin 30 days. An extension of the 30 day
period will be granted upon written request.

Any defendant upon whom service has not been perfected within 120 days
after filing of the complaint will be dismissed for want or prosecution in
accordance with F.R.C.P. 4(m).



